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Example

the room with a foreboding glow.

Symbol Meaning
Copy Editing and Proofreading Symbols A\ | Colon There were three fiemsuts, bolt, and srews,
A Comma Apply pressure to the ﬁrs/tﬁemn%nd third bolts.
- Hyphen A valuable_b*product was created.  ©
O Spell out Or m155p¢lled The(iif was incorrect. ;
i O Abbreviate The part was(fwelv(fest long. i
Symbol . Meaning Example lor= | Align Personnel
. = Fadilities
= Delete Removem fitting. || Equipment ) !
— Close up The tolerances are wifh)n the range. —— | Underscore /underfing | The part was listed under Electrical. ?
2= | Delete and Close up Déftte and close up the gap. /\f | Run in with previous fine W } ;
ot
A - | Insert The box s, Inserted correctly. 1 Em dash It was the beginning so I thought. '
# . | Space Thq'f:rocedure is incorrect. @o‘%‘ ™M M
(_\) - w— - | En dash The value is 120 408,
Jorl Lower case The Engineer and manager agreed. Set in italics The book was titled Technical Writing Styles.
— Capitalize A representative of nasa was present. D) Set in bold This is the only time we can offer this price. )
; : Capitalize first letter and ﬁmmmgﬁﬁt ) Wrong font This isthe first step in the procedure. @)
/ Jower case remainder ) : Set in small caps Set the MFG REGISTER to zero.
stet Let stand Remove ﬂiemm. - -
g1 New paragraph The bax is full The meeting will be on Thursday. o
no Remove paragraph break | The meeting wifl be on Thursday. ate o The part was @elve(es} long.
; d qno Align || or= Personnel
no ﬁ All members must attend. I];aEﬁll:li:p .
&> | Move to a new position All memberéttended who were new. j
| R Move left [Remove the faulty part. r-o Run-on She grabbed the book it had a dusty
[— Rushleft o Jeft justify ﬁ'love left cover. y-o
= Flush right "Move right. C/S Comma Splice She grabbed the book, it had a dusty
1 Move right "Remove the fauity part. cover. c/S
= able + 1 Frag Fragment When she grabbed the book. Fraq .
- — // Faulty Parallelism She grabbed the book, her jacket, and
. Raise  Don'tskip lines 152 .
]_1 between paragraphs [ could get to class. //
o Lower 167 VTS Verb Tense Shift \’6 ‘
- . Shawn into his newly-bought house and @
/\ Superscript 16%\ to hims®d&*This is nice.” .
iV Subscript 16
0) Period Rewrite the procedurg) Then complete the tasks. Elab Elaborate or SHOW; don’t | He said that it was fun. Elab
= N - tell (give more detail and
$ | Apostro) i ote | The cof licies were rewritten. .
_ v _ phe or singie qu e companys po sensory description; use
A Semicolon He Ief):\howeven he returned later. brush strokes)
: S? Confusing sentence [ have a horrible memory of what
Use a better word (more vivid, more v structure happened during 1987, as if do you
@ concrete, more grade-level appropriate, wonder what a child’s favorite character
or ma;;be y(;u just use the word too We home. does around them? S?
many times v v
Y v Love what you did here The candles, dim an&frightening, held



